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On 3 !4ar<ch 1'55, 
H«cord« tttt®n4£)d ly 


25X1 A9a 
25X1 A9a 


tbeg® «-*• a tBt-atln<r; of tho Oo at»ltt«e oa 

S«ear^ 

ity Division 

the Pei’sorinol Socarity division# 

Tho CodBttteo continued its dlicacslon on the noceaslty fojr 
a uiiiforra nnjaochcck shaat. A r»vls@a dvfift of » fom orl«;inally 
Eutalttad hy SS1> was studied and it wee a^eed that this fora 
apparently falfllled the re<pilM«cat8 ot "iioth Divisions, It was 
decided tl-<at a liolted iraaher of these foras vould bo reproduced 
for use hy the Pccorda Soetl,ons of each Division on a trial basis. 

It was deteminod tliat the problem of epaclfyini; to the searcher 
the extent to which variations of certain nansa ehould be searched 
could beat bo haadlod by the DlvJ sinus Interiimlly, 

The C<mQlttss then briefly rsooasldsred the problems Involved 
la the carding and fillJig of various tm&im rnmea. It was a^eod 
that a raforsnoo ao'urce would be obtained which might be used as a 
basis for evolving a uniform syoteoi. It ves agreed that there 
would ba further discussion of this oattcr at the next otostlng, 

The necessity for a file chares-ont slip which psould asst 
the roqalreffients of both Bi visions was also oonsldsred, Ths 
CoBanltteo agreed that a draft fora of such a char®s-aat slip would 
be eubjalttod by each Blvlalca at ths next mooting as a basts for 
a discussion from wbloh a standard foro could bs developed. It 
was suggested that the proposed fom be sc davlied as to oset ths 
three»fcld purpose of file roctulsition, file re-dharge, and file 
char^(-out, ( All three of these re<julpoaents are neoeaaary to tho 
operations of PSD, while the fonser two are eppllcable to the 
operations of SSD,) 

1% was decided by the Committee that at the neat meeting, 
dlecusslon would be roaewsd on the step# to be taken in Inetltutlna 
a flU control procedure thrc!^ a proeras of periodic inventories, 
the Comlttse agreed that a dlecueslon bated on i»et observatlone 
would be held so that agreement on the details of su<^ a program 
could be incorporated in a reoomasndatlon for euboleslon to the 
Director of Oeoirity, 

.25X1A9a 
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Chairman 
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COIVriDENT I ffl : 

OH mmsis 



ards ooTirenBd on lit April 1^5 Hgsolim rs 

I® Fsrtiiaiy it« for consldera.tieS'^'^lie^^n^ 

mM t!» Mfcttsr of fliMil eoradderatioa of th* CcfflM.ttee*s prerious stt^le® 
and dlecussltaw ctn present charge and re<»chaig© proceduree* 


25X1 A9a 
25X1A9a 


On bxMits of coadusions reached it vas tinardmously agreed to 
present a proposed revlsiOT. of present procedures to the Deputy tyxector 
of Security (Iirsrestigatlcms and Support), Chief, aeeurity Supi>ort Diviaion 
end Chief, Personnel Security Division for their approval. 


■Preewat Procedure 

1, Siffl utilizos for charges and re-charsfsc two foms, Pom 7 
(iiJtMbit A), #iieh serves as the reqwst fora fras the person roquest- 
ing or «i»charglng a file. The infonaatism is transferred for file 
control purposes frcaj this farm to another fora, “Out Card” (gschlblt B) 
ty a Corort Record {Section, clerk. The ’’Out Card” is then ulacad in tin 
file caMnst after removal of the file and serves as th® basic control 
and referance as to thw whereabouts of the file* 

7, PSD in charging and re-charging F3D files iitilises Frano 18*? 
•ntitlftd Bo<raaent Charge Cut Slip (F^dbit C) and in certain cases the 

Card* (Inhibit B), In cases In the EE, II, general raiscellaaeous 
category the »Gat Cnrd" is used as In ShD, Cm subject cases, such as 
Staff Ei^lqsreo cases, doiable file jackets are used and Fora 18? is 
inserted in the file jacket, instead of tronsforring the corstent of 
Fcoa 187 to the “Out Clerd," 


Proposed Procedure 

1 , That the “Out Card* fora presently utlli?sed be discontintsed 
awd he replaced ty a Remington Hand “Araorclad Out Card* with a plastic 

irliidow (gxhiblt D), 

2, fl»t Fom 7 and PSD Ptara 18? be discanttnued and that a 
raw fora pre^posed ly the Ccss^ttee be approved and laplttaented, Hils 
fora (EJ^hibit 1} to be entitled “File Charge Out sELip* is to be executed 
tgr the '^r&on charging or re-charging a Hie and dellvt^red to re- 
iq^eetive record sectl<Hi, tihero they will be inserted in the plastic 
envelope on the Aiworclad (Xit Card* 


fCeNriDCPiT it ^ 
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% mw fm Chsrge Cut Slip* h» prepared in pad <»“ 

tablet fuxsa B»«®ijs 0 of ttoe dH^raut processing steps nA<»9Ssaz3r 
in SSC and PSD files It is farther recaamended that ti»o 

different colors of this fom be atiliaed, one for SSD files and cm 
far PSD fllss* SSD files to be reqaested and recharged on a #d.te 
fam aisd fSS m blue, 

Adrasts^ s of Proi^osed P roeed-are 

1, ’The prpp<»ed procedures would acMew unlforaity in an area 
share none presently exists. The lack of uniforalty is self-evident 
fron an analysis of the content^ types and ntrabera of foriss currently 
previously utilised by tbs Covert ai^ PS*?; Hecord Sections, 

?* WosMag efflclei^y in tersiB of the clerical sian hotirs saved 
would be iwjreased: 1) Ihe ja*oposed procedure would reuove the tiii^ 
eortsuRlT^ etep now required of transferring to the ’’Out Card” (F-ThiMt B) 
infonaation for record and control piirposes conta'’'ed on p ►'esent ly 

utilised rnqueet fomsj ?) Loss di^ficulity ^^onld he ©no^nterod in as- 
certaining to whert a file is clwcrged because the insert .In tlM A.rMtrclad 
^t Oaxdg as proposed^ would ba aore obvious than the process now i^cessaiy 
of cbeckii^ tbe latest entry on cne of 23 lines of tlie- car'* now usedf 
3) Aa <o?«a of adalnistratlvu error would l.es??oned 1iecaii.ns the neces- 
tily of crossing out on the present card the rme of the person to whe® 
the file irais previmiely ^at^ed would be removed. Failure to so cro«i 
tmt tJw has caused confusion in the Past, Siis area of confusiffls 
would r^w hs rOTcvedi it) The us® of tw coXom of tiie cljaruef re— charge 
aHp vRsrald allow ^r quick sorting and .routing of requests in the Kail 
Desk and fUe'jfeSy^ qysratiOTis of hath record section®, 

3, The prqpc^ed ayatem would achieve tmprovmcnt in the very 
tz^blescRie area of file control. Survey of file eablmts designed 
to check the length of tiws files have been out for laorltorlng and re- 
vliiw purposes could he raor® eaa!.. ly and accitrately made ’-rith the p rof osed 
beesMe it highlights for reference purposes the basic Infer- 
wation Tweessary **or *“11® control purposes. 

In this arwa it should be noted that the proposed can 

•aally be converted In the future to a strict control system wherein 
separate charge and re-c!mi^e slips are »ainta?ned In control boxes and 
operated tlcld. 0 S with follow-ugja on files out Ijeyoaid prescribed 
neii^. In this cotmcctloa the CosKtittpe on Bceords 5 _b in accord Isat 
SfneeJssary liwui power is not presently available to operate effectively 
meh a preeedure desirable though it may b®. 
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CONriDCNTIAL — 

il« Tl» pf«po«ed regi^Lation should pTOdaco eoonof!^ la lessening 
th# amber of fww snd profldiag in the Amorclad Onri 5°^* ^ 
is peiaJB»Ht as dlstli^ulshed froii tM presently used fom whieh 
raeaires repl«8e»ent wl»n its ^jaces are Ii«iutries »ade 

seMWlred doatots as to svailabLlity of obtaining tte fors^ neeessaiy 
w3er th© proposed procedure* ■ • 


lSCOT>!wedat la^ 

1, It Is reiKs^nded that for the reasons advanced, favcarable 
©i»aiid®rett«i be gives to the approval and iapleirentatton of tl» pro- 
pc^ed c!»r^ and rc»ch??tg« procedures* 


2, If, and uxnm approval and receipt of forsas the nrocedure be 
iaB>l«aented tliroui'h the device of a Security hotlcc deacri-bing In 
detail the operation of the neu clvwge and re^chn^ syatm and con- 
taiaing w» ai^sronriate jrre:^co Mgblightiug. the evils 
charging and re-chaj^ng and requiring strict adherence to the pro- 
cedure as defintd* 


Aitaohoiestst 

Inhibits A, ' , C, Ti and 1 
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COMMnm W BSCOH IS 


Thg CoE33ltt<w» on Ita^ordg ecarwuteKi on 17 Hareh 1955» Thoea la attend^ 


7bi» Coraalttee briotfly 41itou0«»d tb» ptoipomd asarob raquast vhleb ia 
pf^saBtly balng titUiaad <hi a 3<May trial baala* It waa cotad that eoc'* 
mafits raj^ardlfig ita ue« bacva baab gaaavally ransHrebila^ houavaTf aoaa ad* 
Jtiatnnata in Ita oonatruetlon appaar Xikaly* It vaa daoldad that no 
eomotlva aetloa ahoold ba ta3t»a aatil tba ta^Sal pariod baa baan eoi^letadf 
at ubioh tl»a a raviaad draft vllX ba aonsldarad* 

tba Cc^lt tatt dleopaaad tha T^oblatta ImraXaifd in ladaxiaiS ood iMiareblfig 
fodraigb name* la eiaalying tbla b&ttar azHi la attar^tlng to 

loeata a book or broohura on tba abbjabt* Xn tba airaat Uiat tbla la cot 
auooassfQly b» vltl obaok with HI to dataraina tba aatbod utillaad by tbam 
and will raport tba raanlta of tbla atody at tba naxt naatlng of tba group* 

Ibraftt of a flip qharga and raabarg a alip vara atodiad and avalnatad* 

A ooBialttaa of ima appolntad to ebaok with EX to 

ateortaln tl^ir eystoB of fila eontrol and to obtain aaaplaa* fhaaa will 
ba rafla^d In tba light of Saotarlty Offiea raquirananta and raportad on 
at tba next ssoting of tba group* 

Tba final topio of dlBGaailon oantarad aroond tba adviaabillty of 
aatablisbsiant of an adaquata flUa aontrol fopoc^durw through a ayataa of 
pariodic InVantofy of all filaa out of tha flla fooiaa and tbroo^^ a ra* 
oherga oyotaa wboraby a rachar©» allp would baiU££b^S^ for aaoh fiX* ra- 
tainad gVer mi aotabllabed period of tlna* Tba CoEiraitta© unanijaooaly agRiad 
that eona sobu^nla and rogular aooonntlng of files ia e oacaaaity^ bowarari, 
tba oonsonsuf of opinion wna that parlor to fitting a ayeta® into oparatlcn 
tha charge and raoharpa aystan nuot ba adopted* This aubjaet will bo 
rariauftd in eubsaquant maatinga* 
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25X1A9a 


CMef* Investigative Branch, $8S 11 Farch 1955 

X • ; ' ' 

Chief, Cleareae* Brewcli, PSD 

■ 

Cosjinittea oa Hecorda 


forwarded, herewith, ere the original end two coulee of tbi 
report of the 3 I'erch 1955 meet tag of the Coiaalttoo on Heoords, 


\ 


25X1 A9a 
\ 


KlIC-iOS’JHK* 

Keport <3 copioe) 

SHBivrJ 

cc; Chief, PSD 
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COjaE 'ffEE OS £aSQSt ?3 
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B« Co».ittoo .t^ of 

ths otoreo -fflil proSra. oeotipj; tv« CoMilt«» iwl«»»a 

Aa had Mon .gr..4 »t ^ «,i„h 

the ohergp-o^t pystom eM 0 ^iJ oftrd with » plMtlo ifioidow 

syoteia utllUos a RaminKton ^ ^ 

in which io inaarted a 3x5 oharg* oard, Pom 59*^* 

-» A +■>«» ‘♦ikMaeaolad’* Out eerd eaai be used in 

An initial c^da^ ^^5^5 ««r4 

«bow could be used ar^^ns^ control®, tt 

ayatem ^uld he ^«**o effoctlva ^ adaptable at a. later 

would ejqsedlto oherging and ife-oharging. «uaa woui 

date to iiiora atringent control eyeteifta-* ^ 

Ihe .y»Mn in nM <a.d nndn, th.h tM ’ ^ 

for Fcm 59*96 to be wfowido for the poesihl© etontual 

syetam dovlnod by tlio i„ order to pa«dt tho irustallatioa 

preporoticm of chare* otfd# i^upl^^in howoeor. that neltiuir 

of a file Or^aation to 

fiocord Sootion h&a the 5 ®*^®^ 4 ie^iv,iw^n •rstow at thi« tiae. fbe 
pemit the ^*^^^®^''5afL\oh«idSittirof follow^ for the tine 

C«r^ttoe Sy Of the preutlng problemB in the Hcoords 

being and in^creaain/ordor of adrerao is^aot on the 

oparationo t^hich of file* to other persona, 

oporat-ionn er®* ril.a and (3) the retention by persomel ot 

(2) the trejaendous traffic ih riiea#. »*»• \^f 

file# not in actual use* 

TM of Co-ltt«, .r. to <lto« .«it.bl. 3x5 oh„^ «d 

cards for oonaldsratioh ut the next sBeotlng* 

« tha mxt .xMtlne «» Co-xltto. lotood. to ro-otudy th. otolMai^d 

indioea oheoic form. 
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